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REGULATIONS 
TRAFFIC DEPARTMENT 


For administrative purposes departments have been 
created in The Associated Press—the News Depart- 
ment and the Traffic Department. The watchword 
of the Traffic Department is “Service” and its 
function is to secure the movement of the news report . 
with the utmost speed and accuracy possible. To 
gain this desired end it is necessary there shall be the 
fullest co-operation between the two departments. 

The executive head of this department is the Chief 
of Traffic, reporting directly to the General Manager, 
The Chief of Traffic is assisted in the different 
divisions by the Division Traffic Chiefs, 


In addition to being proficient telegra- 
phers, operators of The Associated Press 
are expected to give assistance to the 
News Department in the protection of the service. 
Record will be kept of such assistance on the part 
of operators and it will be recognized in their service 
records, 

While it is expected that the copy filed by news 
men shall be correctly and legibly written, it often 
happens that in his haste to get a story on the wires, 
an editor will let errors get by. As the sending 
operator necessarily reads the copy closely, he often 


Duties of 
Operators 
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can catch these mistakes before they are sent and 
thus save wire space taken up by corrections. No 
change should be made in the filed copy, however, 
except in correcting an obvious error, and when it 
may be done without delay, the editor’s attention 
should be called to the error corrected. 

Operators who work in newspaper offices should 
remember that while it is their duty to be courteous 
and to lend every reasonable assistance to the editors 
of the papers at which they are stationed, they are 
distinctly in the employ of The Associated Press and 
their first duty is to that organization, Such operators 
are expected to conform to the requirements of the 
service and the fact that a newspaper editor suggested 
or sanctioned the non-observance of a rule will not be 
accepted as an excuse, 


Unless otherwise provided, the point 
doing the greatest portion of the sending 
on any circuit shall control that circuit 
and the sending operator shall act as a 
monitor and be responsible for the maintenance of 
discipline and efficiency on that circuit. He is ex- 
pected to report anything tending to interrupt the 
orderly and prompt transmission of the news. 


Senders to 
Control 
Circuits 


There must be the heartiest co-opera- 


Co-operati ; 
a Sstia tion between operators at all points on 
Necessary a circuit and between employes of The 


Associated Press and those of the wire 
companies leasing the wires. The senders must be 
courteous to the other men on the circuit and must 
receive like treatment, and our men should be court- 
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en eee 


eous to and expect like treatment from the wire chiefs 
of the telegraph companies. In time of wire trouble, 
when there is difficulty in securing proper transmission 
of the signals, both sender and receiver should 
exercise patience and good judgment to the end that 
the best service possible may be maintained. Con- 
tention of any kind will not be tolerated and such 
instances should at once be reported. 


No code, other than that authorized by the 
latest edition of “Phillips Code” should be 
used on any circuit. The sender should use 
the code so that little or no mental effort is required in 
its translation by the receivers. One of the prime re- 
quisites is space — not only between the contractions 
themselves but between the component letters. Senders 
should not attempt to send code at top speed. There is 
less liability of error and better time can be made 
if a steady gait is maintained. 

Receivers sometimes make errors when a sentence 
is started with a code contraction and this should 
be avoided. 

Proper names should not be coded nor should code 
be used immediately before a group of figures. 

When a receiver breaks on a code contraction, 
the word or words should be spelled out and then 
the code repeated. 

Code contractions which make good English words 
should not be used in any sentence where the un- 
translated code would fit into the sense, 

In the interest of uniformity in capitalization free 
use should be made of the signs “CX” and “5,” 
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Use of 
Code 


The “CX” sign always should be used before proper 
names which also are common English words. The 
apostrophe always should be sent when a word coded 
is in the possessive case. 

A copy of the revised edition of the Phillips’ Code 
will be available in each office, the book to remain the 
property of the Associated Press. The individual 
operator to whom the book is mailed will be held 
responsible for its safe keeping. 


Under no circumstances should an 


Opera’ ee operator leave his wire before “30” 
Remain Until... : 

is given by the controlling office. Re- 
Released by 

lease before the regular hour by the 
Controlling A 
Office newspaper in whose office he is sta- 


tioned, or other deviation from pre- 
scribed hours shall not be permitted unless sanctioned 
by The Associated Press divisional headquarters. 


Operators on all leased wires must copy 
all the news service going over their 
wire, whether used or not by the im- 
mediate newspaper served. Violation of 
this rule will incur a serious penalty. 


Operators 
Must Copy 
Fall Report 


Operators must not deliver copy to 
any one except the authorized repre- 
sentative of a newspaper served and 
must exercise great care to guard the 
report from the inspection of unauthorized persons. 
No change must be made in the established method 
of taking or delivering the report without authori- 
zation from divisional headquarters. 
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Integrity of 
Report Must 
Be Guarded 
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At the end of an item the sender will 
give the exact time and this is to be 
copied by the receivers. If an item is 
not finished at the end of a sheet the receiver will 
place the time in the lower left hand corner. Where 
a circuit crosses a meridian of time the sender will 
send the local standard of time and the receivers 
should adjust this to conform with the time in effect 
at their stations, 


Report to 
Be Timed 


All messages and instructions relating 


No Verbal to the movement of the report, the 
Messages of tent killi f schedul d all 
Instructions eee IS peietae de Dee waitin or 


communications of this character on 
the leased wires shall be in writing and operators 
are instructed that no verbal message may be accepted. 


The Interstate Commerce laws as well 


Personal as the terms of the wire contracts of 
Messages The A ‘tea PB ais ae 
Prohibited e Associate ress make it unlawfu 


to transmit over the leased wires per- 
sonal messages of any character or any messages 
whatever not relating to the conduct of the business 
of the association. Violations of this rule should be 
reported at once. 


No messages other than those necessary 
Messages to 


be Kept to a 
Minimum 


for the proper and prompt transmis- 
sion of the news report should be sent 
over the leased wires. Unless urgent, 
the mails should be used for executive business. If 
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any subject demands immediate attention, the com- 
mercial lines should be used, unless the message can 
be transmitted on a leased wire during idle time. 


Operators at non-Bureau points should 
retain in their possession for two weeks 
the originals of all messages and news 
copy sent by them, 


Retaining 
Filed Copy 


Conversation Conversation between operators on the 
Avoided leased wires shall be avoided. 


It is imperative that all employes shall 
be punctual in reporting for duty and 
in returning to the circuit after the lunch and rest 


periods. Tardiness if persisted in will result in 
dismissal, 


Punctuality 


Lunch and Lunch and rest periods will be given 
Rest Periods “¥ at stated periods except when 

Wire or news conditions make this 
impracticable. No permanent change in the amount of 
“time given” on any circuit shall be made without 
express authority, 


Operators are not permitted to work 
for another employer outside their 
regular hours of duty. No operator 
is permitted to work on his night off 
unless the emergency is very great. 

No employe of The Associated Press is permitted 
to work for another press association, nor should the 
employes of such associations be permitted on our 
wires, 


Operators Not 
to have other 
Employment 


— -- 


— 
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Breaks should be as few as possible con- 
sistent with the accurate receipt of the matter 
being transmitted. Breaks from inattention are inex- 
cusable. In breaking the sender should not be sent 
back more than ten words unless the circuit has been 
interrupted by wire trouble. Copy obviously wrong 
as sent should be referred to the News Department 
and no delay should be caused by questioning the 
sender. 

Senders are instructed not to record breaks on 
proper names, 


Breaks 


Each operator in the service is given 
an individual “sign.” This must not 
be changed without permission from the 
division traffic chief. 


Operators 
Signs 


Interruptions to a cireuit caused by 
Traffic Department employes are re- 
corded as “other delays.” Interruptions due to type- 
writer trouble, necessary relief, telephone calls, etc., 
should be noted by the controlling office marking off 
the time consumed and noting the operator’s sign, 
The operator responsible for other delay must give 
his private wire “sine” together with his office call. 
It is necessary that such interruptions shall be as 
infrequent and of as short duration as possible. 


Other Delay 


When advance matter is started operators 
must begin the use of a new book, so that 
the cautionary release notice and the advance itself 
shall appear on the same sheet, 

Advance matter must not be released by telephone 
to the newspapers at leased wire points, 
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Advance 


Flashes and bulletins always should be put 


Flashes 
and : upon a separate sheet and should not be 
Bulletins connected with other matter. As soon as 


a bulletin or flash is started a new sheet 
should be put in the typewriter and as soon as the 
bulletin is completed it should be immediately taken 
from the machine so that prompt delivery may be 
assured, 

Flashes and bulletins must be taken as soon as 
offered and no operator will be excused for refusing 
to receive a bulletin when he is engaged on ordinary 
news matter, 

Whenever a flash is sent on any circuit the operator 
copying in a relay office shall at once call “flash.” 
This will be notice to the news manager and measures 
can be taken for prompt transmission to other 
circuits. 


Operators stationed in newspaper office 
Delivery of 
E.O.8 should request that E.O.S. matter be 
Bulletins at once delivered to all papers entitled 

to receive it, All members have been 
advised that “in cases of E.O.S. reliance will be 
made upon the application of mutual service among 
members to see that other newspapers entitled to 
E.O.S. are immediately advised, as the operator 
cannot leave his key.” 


Great care must be taken to avoid cor- 
Accuracy 7 : 

rections. Senders shall exercise great care 
Required . ar >s 

in the transmission of proper names and 
figures. Unusual or difficult words should be sent 
carefully, and if necessary should be repeated. 
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If a schedule or message is filed during 


baal zee clear time it should be sent at once and 
Utilized delay to the resumption of the news 


report be avoided. 


No operator shall be absent from duty 
without the permission of the Division 
Traffic Chief. Where it is necessary to 
send a relief operator from another city the man 
relieved will pay the cost of transportation. 


Leave of 
Absence 


No sending machine except the Martin 
Vibroplex or the Meccograph or such 
machines as are licensed by the holder of 
patents, shall be used on any Associated Press circuit. 


Sending 
Machines 


An operator who, from any cause, is 


Forfeiture 

absent from duty for more than 30 
of Service . crx 

days in any one year shall lose his right 
Rights : ; ‘ 

to claim continuous service. 

Where an operator’s request for a trans- 
Transfers 


fer to another station is granted, he shall 
pay the cost of transportation. 


The Associated Press supplies type- 
writers at its bureaus and the news- 
papers in whose offices the leased wire report is copied 
are obligated to supply suitable typewriters and to 
keep them in repair. Operators are expected to ex- 
ercise care in the use of typewriters and to see that 
they are in condition for service, in order that there 
may be no delay to the news report. If newspapers 
refuse to repair or replace defective machines, the 
question should be referred to the division traffic 
chief, 


Typewriters 


Where but one paper is supplied with report 

the receiving operator should endeavor to make 
his copy conform to the style followed by that paper 
in regard to capitalization, punctuation and paragraph- 
ing. At other points the following rules should be 
observed, in order that there may be uniformity in 
copy: 


Style 


Date lines should be indented five spaces, the name 
of the city should be in capitals and the date fol- 
lowed by a period and three dashes. 


Paragraphs should be indented five spaces. 


Bulletins should have triple spaces between the 
lines. 


At the end of an item the receiver should place 
his personal sign, between three dashes, and immedi- 
ately followed by the time as sent, 


If an item is unfinished at the end of a sheet, 
the time must be placed in the lower left hand 
corner, preceded by three dashes, 


Style 


Punctuation, paragraphing and spelling should fol- 
low copy as sent, and senders will be careful to 
follow the copy as filed unless obviously wrong. 


Introduction and summary of baseball games should 


have two spaces between lines. The box score should 
be’ single lined. Summaries should be paragraphed. 


All slugs and guide lines should be in capitals, 
placed between parentheses, 
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AS Every employe of The Associated Press is 
entitled to appeal from any decision which 
he feels affects him unjustly, and assurance is given 


that such appeal shall receive prompt and courteous 
consideration. 


Sept. 1, 1914. 
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